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APPLICATION FOR RECORDS RETENTION SCHEDULE pOFTICE OF THE SECRETARY OF UL

RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publicatjon No. 76—RAM=1 for instructions on completing this form, Forward signed driginal to ,_J
; Cepartment of Archives and History, Records Management Division, 330 Capitol Avenue, Atxanta Geon‘gza a0¢34
: Attention: Scheduling Section.

j

. FOR AGENCY USE 1, Agency Addrass ' FOR RECORDS MANAGEMENT USE

©Aapoucanon D!t!_ Georg 13 Por‘f‘s Au'fhori-t—y k ‘f . Apnplication Number .
; : Finance Division o

{ 6/26/865 —_— _—} - Post Office Box 2406 | - 76 - 2‘ L‘ D- g
. Aopiicaticn Numbar { Savannah, Georgia 31402 QOata Received | Oaw Compieted = 3
i 109 | | | - AVB31 1985 | NOVE TogT -
. 2. Parson to Contact o ' Working Title ' ' Telephone Number k

964-3894

3. Action Requested
a. ] Estaonsn Retention Schedulejrecord will continue to accumulate.
b. [ Disposa of present accumulatibn: no further accumulation anticipated.

B VRN DA N

¢ X Amend Application No. 78245 _  Check One: : O Change; (R Supercede; [J Void _ _
' i. Dstas of Serias - | 5. Records Series Title (followed by title used in office: if different]
¢ Zarliaszt © Uatest ;
. 1974 - | To Date | Paid Invoice Register File :
j £, Diwnision and Offics Function What is the function of the Division and the Off:ee in which this facord series is created7 !

i The Director of Finance is responsible for the accounts of the Authority and establishes _
{ and maintains accounting methods and procedures for the Authority. He approves all expenses
: - for the Directors' meetings; is responsible for the auditing and accounting provisions of

all contracts, leases and agreements of the Authority; provides protection of the assets

with adequate internal control procedures and assures proper Insurance coverages for the
Authority's properties; and coordinates the préparation of the annual budget with the

various divisions. Under his supervision, monthly financial statements are published and

. related flnanCIal and cost data records are proper!y distributed. '

7. Record Series Description This file contains the followmg documents fmciude form numbers and trities, if any):
Attach samples of the file, '

Documaents relating to: Register listing application of paymenfs, accounts ou+s+and|ng and
‘ actual cash receipt sllps.

included are: Paid Invo‘lce regl's-rer (printout),  cash receipts and supporting
documents (check stubs), outstanding listing - end of month invéice
listing. ) T
! \
i
i
File is arranged: File Is ai“rénged in various ways: Paid invoice f‘egiS'l'er - numerlcally,
: Cash Recelpts - chronologically; End of Month Listing - alphabetically.
8. Monthly Reference Rate "~ How often are records referred o which are: ' '
" One to six months oid 200 _; Seven to twaive months old 140 ; Thirteen to twenty-four months oid 60
' twenty-five months and oider , ?

i

9. Annuai Rats of Accumulation of Rerords

' Letter-size drawers : Legal-size drawers 4 ; Sheives : Other (specify)

SA-50—71: Rev.78 o . T (Oven)



N Y e TR

YES | NO | 10. Questionnaire’ _ (Place an "“X'' in the proper columni bois o ‘,
a. !s this the official copy of the saries? . :
X 1f not, wherae is it? N " L
b Does the series contam‘conf:dentlal mfcrmatlon requiring security handlmg? If yes, cite law or regula_\tion. -
X , '
X .- s this a vutal record? ‘ ‘ g !
X d Does this series have historical or Ioniterm research value? ‘
% e, When one or two documents in the tile make it necessarv to keep the ennra flle Q a Iong period, could these
_documentw_be.m_d_ul.eﬂ.sgumiw : . -
X_| £ s the jnfor ttach cooy
g Is the mformatxon contsined in this series aver analvzed and/or recorded in a summanzed report?
X If ves, attach copv. :
- h. ts there a duplication of this saries in your offlce or in another offica or agency?
X If yes where? Financial Statement - A11 Directors
x | i Isthis anss.@mmmauﬁﬂmuladxmmmmedj
x_|__i_Does the recard series resuit in a comouter printaut?

11. Retention Requiremants

The foltowing requires the series to be kept:

A

d. Audit period

e Sk,

a. State Law years. years.
b, Statute of limitation __years, e. Administrative need _ vears. .
& Faderallaw - v s years, —— --. f. Federal retention instructions _ _years.
Attach copy or excerpt of laws or regulations. Explain administrative need. Lo
12 Aoomved Dlsposman lnstruct:oﬂs ' Thns agencv recommends t:hat the file . series be cut ort at the end of each o
' ' a Calendar Year 531 Fiscal year; i Othsr ' ‘ , then,
R Hold in the current files aréa -month(si_ ____1__. veiar_(sl: then
& Transfer to local hoiding area, hold __3 ____year(s); then
O Transfer to State Records Center; hold year(s); then
X ODestroy. :
3 Transfer to State Archives for permanent retention.
O Other (Specify} ‘
i " R i ) ‘|
These instructions apply to ail prior and future accumuiations of the series.
Agency Head/Designes (Signatur#) 7 Date Recgeds Management Officer (S:gﬁwyf . 7 Qate
Lt Yoy (ol enty g \N lozar
_ N State Rmrds Committes {Signature) | Dgte '
Recommaendations in para- [ . a ] )
F are approved. _ State Auditor/Designee : ., ( O—1 ;TY 3
(If disapproved, attach letter . ' . s
of expignation.) Secretary of State/Designee @wa,u{ M)JJAJJ‘\——— f/;off?
) . L ¥ ‘f F "
Attaorney General/Designee
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3. Action Requested v f
3. X Estabusn Retention Schedule;record will continue to accumulate.

L . R -z =

AXIy S
) o B S
7. OFFICE OF THE SECRET
L. ARY OF STATE
. APPLICATION FOR RECORDS RETENTION SCHEDULE DEPARTMENT OF ARCHIVES AND HISTORY
. e, f ) R e . RECORDS MANAGEMENT E!\_/LSIOL‘J__ ) )
! IN‘STRUCTIONS See Publlmtlon No. 76—RM~1 for mstructlons on completmg th:s form Forward slgnéd orlgmal 1{¢] -
; Oepartment of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta Georgia, 30334, l :
X Attentlon Scheduhng Sectlon . ‘ . . ! R o
[ FOR AGENCY USE (1. Agency Address ' S _ FOR RECORDS MANAGEMENT USE__
j Application Date. . : Georg1a Ports Authori ty ) Applucation Number
| doda7s e how 2406 78-245
. Apoiication n Numbear Sg\s/annah1 cgeooxi a 31402 ' : Data Flece:ved Date Complated
! r
f S f’ - OCT 27 1978 |N0V 281978
i 2, ?a"san to Contacf . 7 Working Title o Telnphone Number o
i John Rowland _ Accounting Manager 964-1721, 264

L b. C] Dispose of present accumulation; no further accumulation anticipated.

fs Division ar\d Offica Function

7. Record Serles Desmptlon Thus fnle contalns the foI!owmg documents {inctude form numbers and t/tles if any): |
Attach samples of the file.
Documents relating to: Register listing application of payments accounts outstanding and, j
actual cash receipt sl1ps.
i
included are: Paid invoice reg1sters (printout form), cash receipts and supporting ;
documents (check stubs), outstanding listing - end of month 1nvo1ce :
listing. :
File is arranged: - File is arranged in various ways: Paid invoice register - numerically;
Cash Receipts - chronologically; End of Month L1st1ng - alphabetically. | ;
8. Monthly Reference Rate  How often are records referred to which are: o '
Cne to six months old ZQQa - 8 Seven to tweive months old _1_40 ; Thirteen to twenty-four months old _._60_,,;_;
twenty-five months and older___-_ . —7 '
- - e S I I

\R—50-71; Rev. 76 (Over)

e — -

_¢. __—_Amend Application No. - ._— Check One: 3 Change; O Supercede; O Void
4. Dates of Series 5. Records Series Title (followsd by title used in ofﬁce If different)
Earliest Latest

1974 | To Date Paid Invoice Register F\‘c‘

What is the function of the Division and the Office in which this record series is created?

The Director of Finance is responsible for the ‘accounts of the Authority and establishes

and maintains accounting methods and procedures for the Authority. He approves all expensés
for the Directors' meetings; is responsible for the auditing and accounting provisions of
all contracts, leases and agreements of -the Authority; provides protection of the assets :
with adequate internal control procedures and assures proper insurance coverages for the i
Authority's properties; and coordinates the preparation of the annual budget with the
various divisions. Under his supervision, monthly financial reports are published and
related financial and cost data records are prepared distributed. The purchasing

function is also a part of his responsibility as well as the maintenance of all contracts,
leases and agreements of the Authority.

—— e ”————'”5

9. Annual Rate of Accumulation of Rerords- 4 ‘r ‘
Letter-size drawers = Legal-size drawers ¥ . _; Shelves e Other (specify) — ... e |
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‘E___E_s_ __Np_LQgggigpg;irg __{Place_ an “X” n the Pproper ¢ cclumn) o , N o e _w__,__‘_:__:_
X a. Is this the official copy of the series? .‘ : A
L L __Mfnot whereisit? e e - N . ;
; % b. Does the series contain Eonfldenttal r}nformatton requiring security handling? If yes, cite law or regtit_atiqn. ‘
~* HT— i _;. Is thts avital record? o 7::__ e - ‘_ﬂ o ' ,{xj:“_#g_ ___,m . &
o X | d Does this series have hustorucal or long term research value? o o \ . ]
4 e. When one or two documents in the file make it necessary to keep the entlre file for a long perlod could these *
1 X [ __ documentsbe scheduled separately?2 . _ .l e oo ;
= Ax 1 f -1s the information contained in this series gveLpubjjﬁhed? 1 ves,. a‘nasb \ cony. - SESERPSN NS VNI, D
g. |Is the information contamed in this series ever analyzed and/or recorded in a sumrnarlzed report? 4
i 34X 1 | ifves attach copy. _ Financial Report - B} I B
‘; h. !s there a duplication cf this séries in your office, or in another offrce or agency? %
3 S .o If ves, where? _ e . Y S
{ L Ax ] _Is this series {ora malo:porrzongfm;eqularlv mmmfllmed? e . ISR B
. | X__| 1. Does the record series resuit in a computer printout? - S B
Ratentlon Requiraments f The following requires the series to be kept
- i
i a. State Law — .years. d. Audit period B —Years. ;
3 b, Statute of limitation . __.. .. ___ _ _years, " e. Administrative need e B vears. 3
c. Federal law —————.Years, f. Federal retention instructions  — . ... _ . vears. f
i
H

Attach copy or excerpt of laws or regulations. Explain administrative need.

] ; L e e e
12, Aooraved DISPOSIthI'\ instructlons " This a agency recommends that the fnle senes be cut orf at the end of each: -

00 Calendar Year. & Fiscal vear; O Other —— R then

@ Hold in the current filesarea ___ ._month(s) .2 year(s); then
M Transfer to local holding area, hold . £+ _year(s}; then

{J Transfer to State Records Center; hold ... __year(s); then '

& Destroy.

3 Transfer to State Archives for permanent retention,

O Other (Specify)

These instructions apply to all prior and future accumulations of the series. (

Pt L i e T T T . e e AR b e

:_ggency HeadlDeslgnee (S:gnarure)- . Date o I-Records Management Officer {Signature) Date
. V]

sl o Z-—Zé 7 /‘/{f/?/t W‘%@,&M ﬁ( /0,/5_7)__

7 ' State Records Committee (Signature) Date
Recommendationsinpara- [~ T AN T

graph 12 are approved. . State Audltor/Deslgnee

{1f disapproved, attach letter '
of explanation.) Secret ate/Designee

b e — e ——— e e e —,
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Attorney Generai/Desrgnee
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